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‘gil The Visual Instruction and Bditorial 
(A) Scope of work 
(a) 


covered. 


(b) Service work. 
(c) Dissemination of information. 
(B) Relation of work to extension eas in field. 
(C) Relation of work to Federal agencies. 
(D) Organization of the Bocudines 
Dee ON hiss lL og ue ke eek aus .uaesesc.-»s Carter Ne Bealer, Room 5925 


. ~6CAD Kinds of published material. 
(a) Printed material. 

(1) WNombered ser 

(2) Yearbook of 

(>) Duplicated material. 


ind ww 
4 


November oc, 


Section.... 


a en i nr a ne ee ee 


Instructional activities. 


(Samples. ) 


ies. 
\ericulture. 
(Samples. ) 


Leu: 


-uester A. Schlup, Room 5941 


(1) 


(2) 
(3) 


Mimeographed. 
General. 
Numbered series. 
=xtension Service Circulars. 
Miscellaneous Bxtension Publicati "i 
Lecture notes for film strips. 
A. A. A. material. 
Multicrached. 
Multilithed. 


(B) Procedure in publishing manuscripts. 
(a) Printing. 


(1) 


(b) 
(1) 
(2) 


1538-39 


General policies. 
Origin of manuscriots. 
Editing. (Sample of edited manuscript. ) 
BZditorial policies and authorities. 
Style Manual of the Government Printing Office. 
Trpe Book of the Government Printing Office. 
Relations with Office of Information. 
Relations with Government Printing Office, 
Proofreading. (Samples. ) 
Froof of illustrations. 
Galley prooz. 
Page proof. 


Dunlicating: 


Policies. 


Proofreading. (Sazmmles of stencils and multigraph 


proof.) 
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(S) Extension Service Review 
(A) Selection and preparation of material....Clara Bailey, Room 5942. 
(a) Sources of material. 
(1) Annual reports. 
2) State press releases and extension publications. 
(3) Revorts of field agents. 
(4) Conferences with the staff. 
(5) Letters to extension editors. 
6) Regular press and extension conferences. 
(>) Selection of material. 
(1) The make-up of the Review audience. 
Geographical distribution. 
Agricultural, home demonstration and club 
distribution. 

Smith-Hyzhes teachers. 
subject-matter distribution. 
The object of the Review. 
Timeliness and importance. 
Syvecial issues. 
Keeping the confidence of State cooperators. 
Representative and interesting. 
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(c) Types of stories used. 

(1) Signed articles, usually illustrated. 

(2) Feature articles, illustrated, such as long time 
results in a county, an unusually successful 
project, etc. 

(3) Short stories (sometimes illustrated, 
sometimes not) such as brief account of 
good methods, successful meetings, human 
interest items, good pictures with legend, etc. 

(4) Fillers. 


4 


(4) Review Index. 


ing of material and make-up.........Dorothy Bigelow, Room 5938. 
a) Editing manuscript for printing. 
) Preparing copy for printer, such as marking types to be 
used for headings, initial letters, and the like. 
(c) Advertisements on paze 4 of cover. 
(1) Obtaining naterial. 
(2) Layout. 
(ad) Illustrations. 
(1) Determining size. 


2). Cutouts. 

(3) Special arrangements. 

(4) Thumbnail sketches. 

(5) Improvement of photographs by Mr. Stevenson 


or Mr. Ackerman. 
(e) Galley proof. 
Reading and correcting. 
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(3) 


(B) aditing of material 


(4) Her 
ay 
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News and 1 Cenere £ ae orma tional Activities. 


ec DL Service Review (Cont inued) 


and nale-w (continued) 


(f) Make-up. 


(1) Sinks or nema heads. 
(2) Arrangement of 


leadings. 
(3) Arrangement of sin including working 


around illustrations and runovers. 
(=) Page proof. 
(nh) Distribution. 
(Will have a comalete set for one number ready to 
show the students). 
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Tnacker, Hoom 5942. 
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‘Relation of news to information 
(a) Organization for dissemination of news (Press Service). 
(db) Chief sources of news. 
(c) Main vehicles for carrying extension news (Press release, 

clip sheet). 

Use of photographs in news service. 
(a) Type of photograph desired. 
(b) Necessity for story to accompany picture in most cases. 
(c) Uses made of extension news onotographs. 

Information for syecial writers and mafazines. 


(a) Type of information usually needed, voints to be covered, 
etc. 
(>) Sources of information (County agents! reports, releases 


from State editorial offices, legends accompanying 
photographs, corres»vondence). 
Policy on release on eat cada information to the press (facts 
only, no interpretation other than quoted statements of 
officials). 
Informational set-up 


smergency activities. 


for ational 4-H Club Camp. 


.»shithea BS, Thacker, Room 5942, 
Wallace Kadderly, Room 402. 
Administration Building. 
General plans for using radio in support of extension work. 
Coordinated ¥Federal-State radio service. 
sana programs of the Extension Service. 
i Club program. 
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ia 1a-G rant College program. 
(c) Home Demonstration progran. 


(d) How the 4-H Achievement program is arranged. 
ae programs are organized. 


Informational sunoport to the prograns. 
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(6) Film SUPLPS Soe veers esse esse enes seep e+-sBertha Gericke, Room 5940 
(A) Eow to organize. 
(B) Importance of a list of legends. 


(C) Quality of photographs. 

(D) Make-up of charts for film strip production. 
(BZ) The Silin sl of readers. 

(F) Trimming 

(G) Nedntine: 

(H) Lettering. 

(I) Numbering. 

(J) Final check on the completed series. 

(K) Transmittal to the commercial firn. 

(2) Production cost and time required. 

(M) Importance of release for illustrations published in commercial 


oooks, magazines, or newSpavers. 


~~ 
=p 
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Pract ical HOt OSAP hau Weave dias Mananare ae FAOT EO W. Ackerman, Room 5547. 
apaprcaeata aiaelaian | 

(A) Tnustruction in and demonstration of interior photography. 

(3) Develoning negative of interior photograph. 

(C) Demonstrate the nati nz of a photographic print. 


LLG. seek oss che seb >oonsiee. « LUretta Ramsey, Room 524a. 
fication and Vine of photozraphs to insure easy 
consultation. 


(8) Photogranhic > File 
i 


at Classific 


1S)? BGS Wark (2G fakes Mendea oe ol eb ae wea eau Be SAwtie,) room one 
: A) Zducational Posters. 
) Source of material for such posters. 
(>) Requirements for a successful poster. 
(c) A series of ~osters on a given subject - how developed - 
(as Georzia Poultry Series). 
(4) Assistance given by our office in the preparation of 
posters. 


(3) Charts. 
(a) Material to be shown Braphically usually the result 
of a survey. 
(b) Trpes of charts - simple tabulation, bar graph, curve, 
inie! graph, pictorial chart ~- map. 
Actual making of cloth chart - pencil layout to 
scale - estimating space required for type. ’ 
(c) Life cycles - Diagrans. 
(C) Cartoons. 
(a) For a regional campaign. 
(b) For a particular situation in a siven State or county. 
How sucn cartoons are prepared. 
(c) Local use of cartoons. 
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(9) get Work (Continued) 
D) 4-H Cutouts and Window Displays. 


The value of local color in such exhibits. 


(E) Miscellaneous. 


(10) Distribotion of 


Page headings. 

Thumbnail sketches. 

Cover pages. 

tiases, for fiim strips, 

Seals, emblems, etc. 

Illustrations for circular letters 

"Humanized" graphs. 

Colored maps. 

Advertisements for 4th page of cover of Extension 
Service Review. 


BU ODE cana A tee hue at aeava ee awed! e 6 ee wk ee Tucker, Room 5937. 


(A) Distribution of publications. 
(B) Distribution of A.A.A. material. 


(C) Sale of 


(T73 Exnibits* 


(A) The Bchi 
(a) 
(b) 
(c) 


(pate wepera itch los. Sp awe yy wearin coe ols Baldwin, 


(a) 
(b) 
(c) 


(C) Exhibition...... 


(a) 


OUR le @ @ 0 © 2 @ a % © 


film strips and illustrative material. 

-S¥ PC Peer ce ee eeeereveees VOSEDH Hiscox and 
He Y. Baldwin. 

BOL ee CGT RO6: ds .0 sapere aa --e+++.-U0seph W. Hiscox, Chief. 

History: 

Organization. 


Functions. 


In Charge 
Plans and designs. 

Construction. 

Art rooms. 

rote ete see seceesoeeess.,Ge0rge H, Cook, In Charge, 

Circulation. 


(>) Warehousing. 
(12) MOU LON Se OMe hi y cea, el bts & ae Cue oe oe o+...-Raymond Zvans and 


(A) The iM tion Pictures 


C., A. Lindstrom, and other: 
GET ECR Gg sn.) Sak desea sgtts Ay Lindstrom 


0 
(a) History. 
(b) : -canization. 
(c) Functions. 
(a) Production 
(e) Circulation 
(SB) echnical Resoageh.....cs...- HE A ede ciate Oe 


(a) 
(d) 


——— ee 


Sound recording. 
time-lapse photography. 


Report + to Mr. Tucker, who will. guide . students | to offices. “to be studied. 
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(12) Motion Pictures * (Continued 


Vigra LO temrO rr fey aston ll cate. Timi ny deeOe ae Coerge 


) Developing, fixing, and washing. 
) Printing. 

c) Title. 
).. Matching. 


. 7 


a} 


TSN OSE dla yereoe nts 

) Sorrespondence. 
) Records. 

) Bookings. 
) 

) 


o’ 


Statistical reports. 
Shipping orders. 
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